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Approved For Release 2001/1 1/01 : Cl A-RDP74-00390R0003001 40006-4 


29 September 1970 

MEMORANDUM FOR: Acting Chief, SSS 

SUBJECT : Interim Report on RAB Reports Inventory 


INTER AGENCY REPORTS 


1. Agency Vital Records Protection Status to National GSA Annual 
Archives. 

2. Annual Summary of Records Holdings GSA Annual 


RECORDS ADMINISTRATION INTERNAL REPORTS 

-3 t. Budget and Program Call to C/SSS 

d- 2 , Records Management Program Report to C/SSS 

c" Records Management Board Report to Executive 
Director Comptroller 

£ X. Forms Management Activities Computer 
Reports to C/RAB 

q i. Forms Management Status Reports to C/RAB 
' (Four different computer reports) 

y. Forms Management Status Reports to RMO's 

cj y. Annual Records Inventory to C/RAB 

/ o y, RM0 Conference Report to C/RAB 

RECORDS CENTER REPORTS 

Activity Report and Status to C/RAB 

y6. Six-Month Activity Recap Report to C/RAB 

/3 if. Fiscal Year Total Recap Report C/RAB 

X2.. Statistical Report to Records Mgt. Board 


Annual 

Semi-Annual 

Semi-Annual 

Monthljf 

Quarterly 

Quarterly 

Annual 

Semi-Annual 

Monthly 

Semi-Annual 

Annual 

Quarterly 


Approved For Release 2001/11/01 : Cl A-RDP74-00390R0003001 40006-4 





^drftcRl!)P74-0039(lR0003001 40006-4 


REPORTS INVENTORY 

PREPARE IN DUPLICATE 


U TITLE OF REPORT (if a fill-in report include Form No,] 

Vital Records Protection Status Report 


PERSONNEL 



2. TYPE 
OF 

REPORT 


3* FUNCTIONAL AREA 


TRAINING 


SECURITY 


igOjCAL 1 1 FINANCE 

Am NO* OF COPIES PREPARED I 5» FREQUENCY (weekly, monthly, quarterly, etc« 


STATISTICAL 


NARRATIVE 


INE-NAME LISTING 


ADMIN. GENERAL 



Annual 


DISTRIBUTION (No* of components not 
number of copies) 


!• FORMAT (memorandum, form 8. ADP PROCESSING 
computer print-out, etc) T^is jjp YES 

form “X — 77 ^ — 



YES 

3C 

NO 

ludo 1 

lowest 


9. DIRECTIVE AUTHORITY REQUIRING REPORT 

> PROCESSING NO. 

FBI* Reg* 

FEEDER REPORTS (State total number and Identify by Title, 

Form No., or nomenclature. Attach separate sheet if necessary.) 



HOURLY 

RATE 


HOURS PER 
REPORT 


.12. COST FACTORS 


COST PER I T 1 
REPORT ooc 


UNO (SMfrUfciftNI 


TIMES 

PREPARED 


COST PER YEAR 


GS 7 -I 0 

9-7 

13-6 


5.06 
5.70 
9. *10 



B. COSTS OF COMPUTER PRODUCED REPORTS 


TOTAL COSTS PER YEAR 


$ 113.06 


*3* ?2™£ E “I A * JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited in Item 9). IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTEO AND COMPONENT WHO ESTABLISHED REQUIREMENT. * J> 


Required by National Archives* OS A. 


Hu FUTURE GOALS 

L. PROPOSED BY COMPONEN T FOR THIS REPORT j ^ 

— AS IS L ,1 OTHER (explain) MAN-HOU 

_ CHANCE 

~1 OISCONT INUE 

17* NAME AND TITLE OF PERSON FURNISHING INFORMATION 

ived For Release 2001/11/01 : Cl A-RDP74-00390R0003001 40006-4 


ESTIMATED SAVINGS 
MAN-HOURS I DOLLARS 


18. EXTENSION 


FORM jLg 
9-70 ■ L4 * 


/22-R6-4RT 

















J. 


Approved For Release B001/11^»i(£<iii^P74-00390R000g00140006-4 


PREPARE IN DUPLICATE 


REPORTS INVENTORY 

I. TITLE OF REPORT (if a. fill-in report include Form No.) 

Standard Form 136 - Summary of Records Holdings 


ML NO. 
RAB 


2. TYPE 
OF 

REPORT 


IK1 

STATISTICAL 


NARRATIVE 


MACHINE -NAME LISTING 


3. FUNCTIONAL AREA 


PERSONNEL 


LOGISTICS 


MEDICAL 


TRAINING 


SECURITY 


FINANCE 


% FREQUENCY (weekly, monthly, quarterly, etc.) 

Annual 


ADMIN. GENERAL 


OTHER (specify) 

6. DISTRIBUTION (No. of components not 

1 £ t \ 


4. NO. OF COPIES PREPARED 

2 


Wf is. . 

number of copies; 

2 


1 z 

3. DIRECTIVE AUTHORITY REQUIRING REPORT 

Fed. Prop. Mgt. rags. GSA 


7* FORMAT (memorandum, form 
computer print-out, etc) 


8. ADP PROCESSING 


Form 



YES 

3C 

NO 


IF YES GIVE ADP PROCESSING NO. 


10. PREPARING COMPONENT (include lowest level 
contributing information to report) 


HAS 


II. FEEOER REPORTS (State total number and Identify by Title, 

Form Ho., or nomenclature. Attach separate sheet If necessary.) 


|*\A 13 


Rep. #9 Annual Records Inventory 


12. COST FACTORS 


MANUAL PREPARATION AND REVIEW COSTS 

i PER ' COST PER Y TIMES 1 

\n<i> * ni»i\nn¥ A nnpnunpft " 


GRADE 


HOURLY 

RATE 


HOURS 
REPORT 


REPORT 


GS13-4 

4-1 

14-4 

$8.66 

2.81 

10.39 

15 min. 

5 min. 
15 min. 

2.21 

.23 

2.60 

TM 

1 

$5.04 


1 

B. COSTS 1 

1 

OF COMPUTER PRODUCED REP 

1 

pais 


PREPARED 


COST PER YEAR 


TOTAL COSTS PER YEAR 


$5*04 


13* COMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited in item 9). IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTEO ANO COMPONENT WHO ESTABLISHED REQUIREMENT. 


Required by National Archives, GfSA 


Hi. FUTURE GOALS 


X 


|G0AL PROPOSED BY COMPONEN T FOR THIS REPORT 

RETAIN AS JS ' [ 1 OTHER (explain) 

CHANGE 
DISCONTINUE 


ESTIMATED SAVINGS 


MAN-HOURS 


DOLLARS 

STATOTHRI 


16. DATE OF INVENTORY 

UTL Appn 

Oct. % 1970 


FORM 

0_*M 


1U2 



/I7. NAME AND TITLE OF PERSON FURNISHING INFORMATION 

1/01 ■ CIA-F 

Recor ds Manag 

C lassif jeation 


18. EXTENSION 


. Cl A-RDP74-QQ390R0003001 40006-4 

iecords Management Office 


(22-36-43) 


STATI 










REPORTS INVENTORY 

PREPARE IN DUPLICATE 

HI 

H 

/ 

1. TITLE OF REPORT (if a fill-in report include Form No.) 

Budget & Program Call to C/SS6 


wm 

STATISTICAL 

wm 

NARRATIVE 


ifi WHSI It! sQg fi]l91B3raHi 1 

3. FUNCTIONAL AREA 


PERSONNEL 


TRAINING 

Wm 

ADMIN. GENERAL 


LOGISTICS 


SECURITY 

T' 

OTHER (specify) 

— rrzrrrr. — T7. = t —r 7 


MEDICAL 


FINANCE 


Annual 


7. FORMAT (memorandum, form 
computer prlnt-out, etc) 


8 . ADP PROCESSING 


Memo 



YES 

X 

NO 


IF YES GIVE AOP PROCESSING NO. 


9 . DIRECTIVE AUTHORITY REQUIRING REPORT 

OH’S - (OMB) 


- - - ■ — » a * - ■ ■ ■ 

II. FEEDER REPORTS (State total number and Identify by Title, 

Form No., or nomenclature. Attach r.epr.rate sheet If necessary.) 


• riiurnni uvmr vnuni y 1 1 * ‘ M w 

contributing Information to report) 

RAB 


Hone 


12. COST FACTORS 


A. MANUAL PREPARATION AND REVIEW CO STS. 

um 1 dq duo I PPfl _ TIMES 


GRADE 


HOURLY 

RATE 


nr 

X 


HOURS PER 
REPORT 


COST PER 
REPORT 


TIMES 
PREPARED 


COST PER YEAR 


GS 14-4 

7-10 


10.39 

5.06 


120 

24 


1246,80 


121*44 


$1,368.24 


B. COSTS OF COMPUTER PRODUCED REPORTS 


TOTAL COSTS PER YEAR 


$1,368.24 


13. COMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited In Item 9 ). IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT • 


111. FUTURE GOA 13 


[GOAL PROPOSED BY COMPONEN T FOR THIS REPORT 

RETAIN AS IS 1 1 OTHER (explain) 

CHANGE 
DISCONTINUE 


Reduce Coverage 5$ 


ESTIMATED SAVINGS 


MAN-HOURS 


DOLLARS 


/ 

6 £ 


UTL 

10/9/70 


16. DATE OF INVENTORY 17* NAME AND TITLE OF PERSON FURNISHING INFORMATION 

Approved For Relea^AAliU^^^|A-RDP74-00390R000300140006-4 


18. EXTENSION 


FORM 


142 


”jpii! 


ficatr 


on 


(22-36-43) 









REPORTS INVENTORY 

PREPARE IN DUPLICATE 


I 


1. TITLE OF REPORT (if a fill-in report include Form No.) 

Records Management Program Report 



STATISTICAL 

El 

NARRATIVE 


WKMiiifflsffli 11 PI HIT HI 1 

3 . FUNCTIONAL AREA 

1 

PERSONNEL 


TRAINING 

wm 

ADMIN. GENERAL 

— 

LOGISTICS 


SECURITY 

-7 r 

OTHER (specify) 


MEDICAL 


FINANCE 

U — : : T — 


4. NO. OF COPIES PREPARED 

3 


7. FORMAT (memorandum, form 
computer print-out, etc) 


Semi-Annual 


8 . AOP PROCESSING 



YES 

X 

NO 


IF YES GIVE AOP PROCESSING NO. 


LA I O t II | LIU I iwn 

number of copies) 


3 . DIRECTIVE AUTHORITY REQUIRING REPORT 

STAII.N 


rncrftm ivu uuiiirvivbtvi \ihliuuu 

contributing information to report) 

MB 


II, FEEDER REPORTS (State total number and identify by Title, 

Form No., or nomenclature. Attach separate sheet if necessary.) 


Reports from Staff personnel 


1?. COST FACTORS 


. MANUAL PREPARATION ANT) REVIEW C OSTS. 

I0URS PER i COST PER Y TIMES J. 

* nfA/tn* A. nnCflADCft ■ 


GRADE. 


HOURLY 

RATE 


HOURS 
REPORT 


REPORT 


PREPARED 


COST PER YEAR 


GS 12-6 
7- 1C 

14-4 


?.$|6 

5 «o 6 

10.39 


45 

8 

20 


477-60 

40.48 

msg 

621.95 


1243.96 


B. COSTS OF COMPUTER PRODUCED REPORTS 


TOTAL COSTS PER YEAR 


$ 1243.96 


13. COMPLETE DETAILEO JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited in item 9 ). IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTEO AND COMPONENT WHO ESTABLISHED REQUIREMENT. 


Report on Program to Higher Echelons of Management 


14 « FUTURE GOALS 


|GOAL PROPOSED BY COMPONEN T FOR THIS REPORT 

RETAIN AS IS | t OTHER (explain) 

CHANGE 
DISCONTINUE 


T 


Reduce Content 5 % 


ESTIMATED SAVINGS 


MAN-HOURS 


DOLLARS 


16. DATE OF INVENTORY 

10/9/70 Appro4 


17. NAME AND TITLE OF PERSON FURNISHING INFORMATION 

ed For Release 2001/11/01 : Cl A-RDP74-00390R0003001 40006-4 


18. EXTENSION 


FORM 

ft 


142 


C lassification 


(22-36-43) 



















Approved For Release^ 2001/1 1/01 : CIA-RDP74-00390R0003001 40006-4 

rr \ Glassification | 


REPORTS INVENTORY 

PREPARE IN DUPLICATE 


U TITLE OF REPORT (if a fill-in report include Form No. 



Records Management Board Report to Ex. Dir. Comptr. 


PERSONNEL 


LOGISTICS 


MEDICAL 


TRAINING 


SECURITY 


FINANCE 


3 . FUNCTIONAL AREA 


4. NO. OF COPIES PREPARED 
10 


]m FORMAT (memorandura # form 0. AOP PROCESSING 

computer prlnt-out, etc) jyis ||F YES GIVE AOP PROCESSING NO. 

memo — 


2 . TYPE 
OF 

REPORT 


AOMIN. GENERAL 


OTHER (specify 


rn 

STATISTICAL 

in 

NARRATIVE 

□ 

MACHINE-NAME LISTING 



3. DIRECTIVE AUTHORITY REQUIRING REPORT 


10. PREPARING COMPONENT (include lowest levef 
contributing information to report) 


Memo from DBS 


II* FEEDER REPORTS (State total number and identify by Title, 

Form No., or nomenclature. Attach separate sheet If necessary.) 




HOURLY 

RATE 


HOURS PER 
REPORT 



Reports from 5 Board member s* 


12. COST FACTORS 


COST PER v TIMES i 


REPORT 


TIMES 

PREPARED 


COST PER YEAR 



30.36 

415.60 

177*20 

102,08 


5* 


B. COSTS OF COMPUTER PRODUCED REPORTS 



TOTAL COSTS PER YEAR 


$450,48 


13. COMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited in item 3 ), IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTEO ANO COMPONENT WHO ESTABLISHED REQUIREMENT. 

Requested by Exec- Dir. Comptroller for Management Purposes. 

Started July 1968 - Reviewed and reduced 50$ in July I970. 


14. FUTURE GOALS 


OAL PROPOSED BY COMPONEN T FOR THIS REPORT 

XJ retain as is | t other (explain) Was reduced recently 

CHANGE 

DISCONTINUE 


17. NAME ANO TITLE OF PERSON FURNISHING INFORMATION 


ESTIMATED SAVINGS 


MAN-HOURS DOLLARS 


18, EXTENSION 


it/j r^HiViiiibuKv/iki 


rniiiiKUiihi 


FORM 1U2 











































ra ioSTWiTncuTi iT3 


REPORTS INVENTORY 

PREPARE IN DUPLICATE 


1« TITLE OF REPORT (If a fill-in report include Form No.; 


iTiTikTiT ik r niilill 


Forms Management Activities 


PERSONNEL 


LOGISTICS 


TRAINING 


RAB 6 

2. TYPE 

□ 

STATISTICAL 

OF 

REPORT 

■1 

NARRATIVE 

n 

MACHINE -NAME LISTING 

ADMIN. < 

GENERAL 1 


3. FUNCTIONAL AREA 

; | | MEDICAL I I FINANCE 


4» NO# OF COPIES PREPARED 5* FREQUENCY (week I y 9 mo nth I y > quarter ly* etc*} 

4 Monthly 


OTHER (specify 


I B1 


7» FORMAT (memorandum, form 
computer print-out, etc) 

Print-Out 


10, PREPARING COAIPONENT (include lowest level 
contributing information to report) 


Monthly 


IF YES GIVE AOP PROCESSING NO. 



9. DIRECTIVE AUTHORITY REQUIRING REPORT 


II. FEEDER REPORTS (State total number and Identify by Title, 

Form No*, or nomenclature. Attach separate sheet if necessary.) 


F 2969 


12. COST FACTORS 





B. COSTS OF COMPUTER PRODUCED REPORTS 


s^pagos per 
report 


« 03 ** .24 48 

$3.75 * 12 


11.52 

45.00 


| TOTAL COSTS PER YEAR $243.84 

[ 13 . COMPLETE DETAILEO JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited in item 9 ). IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT. 

(*) 6-10 actions done 

a month used * Includes costs for keypunching 

an average of and verifying by OCS, 

8 actions - 10 min. 
per action. 


14 . FUTURE GOALS 

OAL PROPOSED BY COMPONEN T FOR THIS REPORT 

J RETAIN AS IS ) 1 OTHER (explain) 

V CHANGE 

I DISCONTINUE 

16. DATE OF INVENTORY 17. NAME AND TITLE OF PERSON FURNISHING INFORMATION 


ESTIMATED SAVINGS 
MAN-HOURS I DOLLARS 


18. EXTENSION 


9-7O ll * 


Approved For Release 2001/11/01 : Cl A-RDP74-00390R0003001 40006-4 


on 


(22-36-43) 




























1.0 - ADDITIONS 
20 - CHANGES 
30 - REVISIONS 
40 - QBSOLETIONS 
50 - REACTIVATIONS 
60 - ERASE 


Alpha/Numeric (leave space 
Between Alpha - no dashes 
or slashes) 


AGENCY CODES (columns 19-20 ) 


nfMi9Mti cols 17 ~ l£ 

Alpha A thru L 
(maximum of 2 changes 
per code sheet ) 


... . L. 


AGENCY 

DESIGNAT 10N(S) 

NO . 

AGENCY FORMS 


0 1 

AIR FORCE 

A F 

0 5 ■ 

M Y 

| 

OA. 0 A - A G 0 , * D . 

WD A GO . A C - S C 

1 0 

atomic energy comm. 

AEC 

85 

: I V 1 L SERVICE COMM. ' 

CSC 

1 5 

COMPENSATION act 

C A 

”;:*o 

DEFENSE 

DP 

30 

FED. € M P . GROUP INS. 

El 

35 ~ 


JO. I AGENCY 

0 1 iFtliEBAL HOUSING 


1 designations) no. 

~77a 90 


OES I GNAT ION t S > NO. 


0 5 . I G 1 t, , SEHUCtS admin, <■ S A . Of- 


,8 j o >1 » 1 1 e ...U. a.y.cc >_«*_ 

;; 0 IsT/muRD o p w s r > f 


10. AGENCY 

40 district iNCnm tax. t> - 4 ft 0 - 4 a 

45 'GOV, imp, H E A l T H ASS Of . t_F U A 
s U PI R , <)f norilWENTS SO 


AE.DS.OSP.Ai 


DATE (columns. 21-24 ) 

Month and Year - all 
months must be 2 digit 
i.e., 01, 02, etc. 


UNIT OF ISSUE (cols 25 - 35 ) 

Alpha and Numeric i.e., CS, 
Pad 100, 3 part set, etc. 
(no dashes or slashes) 


USE/DEgTROY (col 36 ) 

Either; a U or D must be 
coded for all revisions. 


SHIPMENT CODE (column 37 ) 

^HAir or Sea Cargo or APO Channels. 


INTI-' Ship UNCLASSIFIED, or Sea Cargo or A. 

2 - Ship CONFIDENTIAL micf^^^^ 

3 - Ship SECRET - TOP SECRET, Cou rier Accompanied Pouch 

4 - Other Government Agency Forms . 

sent. Ship in accordance with procedures 
' 5 - Ship UNCLASSIFIED to stations 



STATINTL 


STATINTL 

STATINTL 


Local Reproduction (column $3 ) 

Code "L" when form is approved 
for local reproduction. 


STOCH/NONSTOCK (column 39) 


Code "S” for stock fora; Code "N" for 
nonstock form. 


SCOPE OF USE (column 40 ) 


1 - Headquarters 

INTL - Headquarters 


3 - Headquarters and Overseas 

7 - Overseas Only 

1 NTM_ ~ Headquarters, 

CLASSIFICATION (Col 4l) 

FUNCTIONAL CODES (Cols 4; -51 ) 

Code 1 for Preclassified CONFIDENTIAL 

Code 2 for Preclassified SECRET 

Max of 5 functional codes - each 
code must ; be 2 digits. 

OPI (Cols 52-53) TITLE 

(Cols 5^-8) - and Card . 2 and Card 3/ 

Numeric code assigned each office Alpha 

responsible fcppfcmt For Release 2001 A WGf 

/numeric entries, Card 2 will be 2nd an< 

: GIA-f?DT i 74-0O3£k)l^00636of4d006-4 lines ° 


STATINTL 





Approved Fo r RpiJsp 9nn-ft 1 l i< fM1lg3*jA n .PnP74.L^Aa 


REPORTS INVENTORY 


PREPARE IN DUPLICATE 

I. TITLE OF REPORT (if a fill-in report include Form No.) 

Forms Management Status Reports - Numfeeical alpha functional 

QPI 


DDS/RAB -7 



STATISTICAL 


NARRATIVE 

- 3 e 

MACHINE-NAA1E LISTING 


2. TYPE 
OF 

REPORT 


3 , FUNCTIONAL AREA 


4. NO. OF COPIES PFiEPAREO 

192 


7. F0RI.IAT (memorandum, form 
computer print-out , etc) 


Frint (tot 


PERSONNEL 


LOO I ST ICS 


hCDICAL 


TRAINING 


SECURITY 


FINANCE 


5« FREQUENCY (weekly, monthly, quarterly, etc.) 

Quarterly 


8 . AOP PROCESSING 


V 

YES 

A 

NO 


IF YES GIVE AOP PROCESSING NO. 


10. PREPARING COMPONENT (include lowest level 
contributing information to report) 


RAB 


OTHER (specify) 


G. DISTRIBUTION (No. of components not 
number of copies) 


48 


S T A T 


IfsJTL 


3. DIRECTIVE AUTHORITY REQUIRING REPORT 


FEEDER REPORTS (State total number end Identify by Title, 

Form No., or nomenclature. Attach separate sheet If necessary.) 


F 2969 Monthly Activities 


12. COST FACTORS 


Aa_ 


MANUAL 

' DC O ' 


PREPARATION ANTT REVIEW 


pOSTS 


GRADE 


HOURLY 

RATE 


v HOURS PER 
A REPORT 


COST PER 
REPORT 


X 


TIMES 

PREPAREO 


COST PER YEAR 


Costs are charged to 
HAB -6 which is the basic 
input 


B. COSTS OF COMPUTER PRODUCED REPORTS 


$ 7,200 


TOTAL COSTS PER YEAR 


$7,200 


13. COMPLETE DETAILEO JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited in item 3 ). IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT • 


Hu FUTURE GOAI£ 


(GOAL PROPOSED BY COMPONEN T FOR THIS REPORT 

RETAIN AS IS [ I OTHER (explain) 

CHANGE 
DISCONTINUE 


ESTIMATED SAVINGS 


MAN-HOURS 


DOLLARS 


I 6 e DATE OF INVENTORY 


App 


17. NAME AND TITLE OF PERSON FURNISHING INFORMATION 

roved For Release 2001/11/01 : CIA-RDP74-00390R0003001 40006-4 

C lassi f icatlon 


18* EXTENSION 


FORM jjg 


( 22 - 36 - 43 ) 














REPORTS INVENTORY 


PREPARE IN DUPLICATE 
U TITLE OF REPORT (If a 

Forms Management 


3 . FUNCTIONAL AREA 


l-in report include Form No 

OP X Report 

7 ) 


PERSONNEL 


TRAINING 


LOGISTICS 


| SECURITY 



6MTroL n 

MB 

8 


2 . TYPE 


STATISTICAL 

OF 


NARRATIVE 

REPORT 

X 

MACH 1 N£ -NAME LISTING 

ADMIN. ( 

SEVERAL I 


MEDICAL 


FINANCE 


4. NO. OF COPIES PREPAREO 5* FREQUENCY (weekly, monthly, quarterly, etc 


5 . DISTRIBUTION (No. of components not 
number of copies) 


7. FORMAT (memorandum, form 

computer print-out, etc ji g [yes IlF YES GIVE AOP PROCESSING NO. I 

Print Out I no 1 2006 1 ^ 

10. PREPARING COMPONENT (include lowest level II. FEEDER REPORTS (State total number and identify by Title, 

contributing information to report) Form No., or nomenclature. Attach separate sheet if necessary.) 


9. DIRECTIVE AUTHORITY REQUIRING REPORT 


F 2969 Monthly Activities 


12. COST FACTORS 





HOURS PER 
REPORT 


COST PER 
REPORT 


TIMES 

PREPARED 


COST PER YEAR 


Farther B3 stributlon of 
RAB-7 



Costs charged against Re$« 
#6 basic input 


B. COSTS OF COMPUTER PRO DUCED REPORTS 



By-Product of RAB-7 


TOTAL COSTS PER YEAR jjq added cost. 

IS. COMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited in item 9 ). IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTEO AND COMPONENT WHO ESTABLISHED REQUIREMENT. 


I 


lit. FUTURE GOALS 

OAL PROPOSED BY COMPONEN T FOR THIS REPORT ESTI1 

I RETAIN AS IS | t OTHER (explain) MAN-HOURS 

CHANGE 

I DISCONTINUE 

. DATE OF INVENTORY 17 . NAME AND TITLE OF PERSON FURNISHING INFORMATION 

Approved For Release 2001/11/01 : Cl A-RDP74-00390R0003001 40006-4 


ESTIMATED SAVINGS 
MAN-HOURS I DOLLARS 


18. EXTENSION 


JRM lll2 


(22-36-43) 
















rtOflOMOuli 10006 1 

REPORTS INVENTORY 

PREPARE IN DUPLICATE 

RAB -3> 

1. TITLE OF REPORT (If a fill-in report include Form No.) 

Annual Records Inventory to G/RAB 

— • .. - ■ -j 1 1 . ....... 1 1 

2 # TYPE 

OF 

REPORT 

X 

STATISTICAL 


NARRATIVE 

- - 

MACH 1 NE-NAME LISTING 


3 . FUNCTIONAL AREA 


4. NO. OF COPIES PREPARED 

2 


7* FORMAT (memorandum, form 
computer prlnt-out, etc) 


.Form.., 


LOGISTICS 


MEDICAL 


SECURITY 


FINANCE 


1 -4 l ■ . ■ 

5. FREQUENCY (weekly, monthly, quarterly, etc*; 

Annual 


o. adp Processing 



YES 

_ x _ 

NO 


IF YES GIVE ADP PROCESSING NO. 


£>. DISTRIBUTION (No. of components not 
number of copies) 


9* DIRECTIVE AUTHORITY REQUIRING REPORT 


0. PREPARING COMPONENT (include lowest level 
contributing information to report) 


RAB 


II* FEEDER REPORTS (State total number and identify by Title, 

Form No., or nomenclature. Attach separate sheet if necessary.) 


St at. Reports from all ARG’s 
Form 138 Records Survey Worksheets 
Center Report CRAB-12) 


12. COST FACTORS 


GRADE 


HOURLY 

RATE 


T 


A. MANUAL PREPARATION A.NT) RF.VTEW COSTS 

uni 100 DCD I fifi'lT DPR T I MFS 


HOURS PER 
REPORT 


COST PER 
REPORT 


7.51 

40 

300.40 

57 

$17,122.80 

6,87 

8 

54.96 

1 

54.96 

4.93 

25 

123.25 

1 

123*25 

8.86 

.. 15 

131.90 

1 

131.90 

10*39 

5 

51.95 

1 

51.95 


TIMES 
PREPARED 


COST PER YEAR 


12-4 

11-7 

7-9 

13*4 

14-4 


B. COSTS OF COMPUTER PRODUCED REPORTS 


TOTAL COSTS PER YEAR 


$17.484,86 


1 TITt I -■ n ■■ — 

13. COMPLETE 0ETAILE0 JUSTIFICATION FOR THIS REPORT (In addition to directive or authority cited in item 9)* IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTEO AND COMPONENT WHO ESTABLISHED REQUIREMENT » 


3DE - Stat. Report# repeated from all ARO's GS9 thru GSl4 - Using average grade G8 12-4 
for costing purposes. These costs will probably be duplicated in all components on an 

individual basis, 

To "measure status of Records Program 


m<i mm as basis for report to National Archives (RAB 1 & 2; 


14. FUTURE GOALS 


|G0AL PROPOSED BY COMPONEN T FOR THIS REPORT 

RETAIN AS IS | i OTHER (explain) 

CHANGE 
DISCONTINUE 


Reduce % 


ESTIMATED SAVINGS 


MAN-HOURS 


00LLARS 


16. OATE OF INVENTORY 


STA 


I N io79/70 


17* NAME AND TITLE OF PERSON FURNISHING INFORMATION 


18. EXTENSION 


Approved 


FORM 

Q_7n 


142 
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C lassi fication 


(22-36-43) 


REPORTS INVENTORY 

PREPARE IN QUPLIOATE 

| # TITLE OF REPORT (if a fill-in report include Form No.) 


RAB 10 


Records Management Conference Report 


2 . TYPE 
OF 

REPORT 


3. FUNCTIONAL AREA 



PERSONNEL 


TRAINING 

II 

LOGISTICS 


SECURITY 


J 

STATISTICAL 

T 

NARRATIVE 


MACHINE-NAME LISTING 


OTHER (specify) 


MEDICAL 


FINANCE 


4. NO. OF COPIES PREPARED 5. FREQUENCY (weekly, monthly, quarterly, etc.J 


DISTRIBUTION (No. of components not 
number of copies) 


Semi-annual 


7. FORMAT (memorandum, form 8 . AOP PROCESSING 
computer prlnt-out, etc) YES ||F YES 

Memo X no 


9 . DIRECTIVE AUTHORITY REQUIRING REPORT 

C/RAB 


10. PREPARING COMPONENT (include lowest level 
contributing information to report) 


IU FEEDER REPORTS (State total number and Identify by Title, 

Form No., or nomenclature. Attach separate sheet If necessary.) 


12. COST FACTORS 


HOURLY 

RATE 


HOURS PER 
REPORT 


COST PER 
REPORT 


T I MES 
PREPARED 


COST PER YEAR 


GS 12-6 

os 4-i 


7.96 

2.81 


15.92 

2*81 

1KW 


$37.44 


B. COSTS OF COMPUTER PRODUCED REPORTS 


TOTAL COSTS PER YEAR 


_ - 1 J. v ... ; 

13. COMPLETE DETAILEO JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited In item 9 ). IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT. 

Required by Program Director for Management purposes. 


lit* FUTURE GOALS 

GOAL PROPOSED BY COMPONEN T FOR THIS REPORT EST H 

X 'j RETAIN AS IS I 1 OTHER (explain) MAN-HOURS 

CHANGE 

1 DISCONTINUE 

16. DATE OF INVENTORY 17 . NAME AND TITLE OF PERSON FURNISHING INFORMAT ION 

STA 'INTL , , Appr oved For Release 2 001/11/01 : CIA-RnP74-00390R00030014000fi-4 

10/9/7Q 1 — — f_ , , .... , 

FORM I Classification 


ESTIMATED SAVINGS 
MAN-HOURS I DOLLARS 


18. EXTENSION 


(22-36-43) 


Approved For Relpase 20M&1ttdal (QIA-RDP74-00390R0003001 40006-4 

CONTROL NO./"'//.;.-. ' ,/ 


PREPARE IN DUPLICATE 


REPORTS INVENTORY 

I • T I T LE OF REPORT (if a fill-in report include Form No.) 

MONTHLY REPORT 


X 

STATISTICAL 

xJ 

NARRATIVE 


iMCHINE-NAulE LISTING 


2. TYPE 
OF 

REPORT 


3, FUNCTIONAL AREA 


U NO. OF COPIES PREPARED 
3 


PERSONNEL 


LOGISTICS 


MEDICAL 


TRAINING 


SECURITY 


FINANCE 


5» FREQUENCY (weekly, monthly, quarterly, etc. 3 

Monthly 


X 


ADMIN. GENERAL 


OTHER (specify) 


(>« DISTRIBUTION (No. of components not 
number of copies) 


!• FORMAT (memorandum, form 
computer prlnt-out, etc) 

Memorandum 


0. AOP PROCESSING 



YES 

X 

NO 


IF YES GIVE ADP PROCESSING NO. 


9* DIRECTIVE AUTHORITY REQUIRING REPORT 

Chief/RAB 


contributing information to report) 


Archives & Records Center 


II* FEEDER REPORTS (State total number and identify by Title, 

Form No., or nomenclature. Attach separate sheet if necessary.) 

Daily Work Sheets from Sections 
Monthly Narrative Report from Sections 
Notes Maintained by Chief & D/Chief A&RC 


12. COST FACTORS 


JL_ 


MA NUAL PREPARATION AND RSVTF.W COSTS 
3 PER ' COST PER ' TIMES l 

■>nr ® firnnnf A. fMirn . — ■ 


GRADE 


HOURLY 

RATE 


v HOURS 
A REPORT 


REPORT 


PREPAREO 


COST PER YEAR 


GS-7 

GS-9 

GS-11 

GS-5 

GS-13 


4.80 

6.02 

6.87 

3.46 

9.67 


2 

20 

8 

3 

1 


9.60 

120.40 

54.96 

10.38 

9.67 


280 

12 

12 

12 

12 


$2,688.00 

1,444.80 

659.52 

124.56 

116.04 


B. COSTS OF COMPUTER PRODUCED REPORTS 


TOTAL COSTS PER YEAR 


$5.032.92 


}• COMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited in item 9 )* 
INCLUDE DATE REPORT WAS FIRST STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT. 


IF KNOWN, 


This report was started in 1949 when the Records Center was established, 
current format was established in February 1969. 


The 


111* FUTURE GOALS 


lAL PROPOSED BY COMPONEN T FOR THIS REPORT 

RETAIN AS IS | t OTHER (explain) 

CHANGE 

DISCONTINUE 


ESTIMATED SAVINGS 


MAN-HOURS 


DOLLARS 


..S TA 


OTHR 


STATFNTL 1 wentory 

10/7/70 


GJFAaRIDPy4-00390R0003001 40006-4 18 . extension 




Aatiai; 


REPORTS INVENTORY 

PREPARE IN OUPUCATE 

I* TITLE OF REPORT (if a fill-in report include Form No.) 


L Mu , £ /Y ( r - 7 Y- 

A&RC - 2 


SIX-MONTH ACTIVITY REPORT 


PERSONNEL 


TRAINING 

SECURITY 


U FUNCTIONAL AREA 

| 1 MEDICAL 1 1 FINANCE 

t. NO. OF COPIES PfiEPAREO 5» FREQUENCY (weekly, monthly, quarterly, etc. 


2. TYPE X STATISTICAL 

report _X-iMMLLV£ 

I MACH I NE -NAME LISTING 

X AOMIN. GENERAL 

OTHER (specify) 


>• DISTRIBUTION (No* of components not 
number of copies) 


Semi-Annual 


Jm FORMAT (memorandum, form | 8# AOP PROCESSINGS 


computer print-out, etc) YES I lF YES GIVE AOP PROCESSING NO. 

Memorandum I X I no 1 


9. DIRECTIVE AUTHORITY REQUIRING REPORT 

Chief. Records Administration Branch 


3* PREPARING COMPONENT (include lowest level II* FEEDER REPORTS (State total number and Idontify by Title* 

contributing information to report) Form No., or nomenclature. Attach separate sheet if necessary.) 


Archives and Records Center 


1 Monthly Reports 

12. COST FACTORS 


HOURLY 

RATE 


HOURS PER 
REPORT 


COST PER 
REPORT 


TIMES 

PREPAREO 


COST PER YEAR 



54.96 

9.67 

6.92 


$ 109.92 
19.34 
13.84 


B. COSTS OF COMPUTER PRODUCED REPORTS 



TOTAL COSTS PER YEAR 

_________________________________________ | $ 143.10 

3* COMPLETE DETAILEO JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited In item 9 ). IF KNOWN, 
INCLUDE DATE REPORT WAS FIRST STARTEO AND COMPONENT WHO ESTABLISHED REQUIREMENT. 


This is a feeder report for the RAB Semi-Annual reports and the Records Management 
Board Report. 


Hi* FUTURE GOALS 

OAL^ PROPOSED BY COMPONEN T FOR THIS REPORT 

I RETAIN AS IS [ 1 OTHER (explain) 

CHANGE 

DISCONTINUE 


. OATE OF INVENTORY 

STATINTL 

10/7/70 


| ESTIMATED SAVINGS f 

MAN-HOURS 

DOLLARS 

STAT 


17. NAME AND TITLE OF PERSON FURNISHING INFORMATION 

Approved For Release 2001/11/01 : Cl A-RDP74-00390R0003001 40006-4 


18. EXTENSION 


3RM 7> t <j 


D/Chief A&RC 

i cati on 


-At! ^ 











REPORTS INVENTORY 

PREPARE IN DUPLICATE 

- /> * 

A&RC - 3 

1. TITLE OF REPORT (if a fill— m report include Form No.) 

ANNUAL REPORT 

2. TYPE 

OF 

REPORT 

X 

STATISTICAL 


NARRATIVE 

3. FUNCTIONAL AREA 



PERSONNEL 


TRAINING 

~Y~ 

ADMIN. < 

SENER 

nlAurJ 1 Rt"NAiifc LloTI Nva 

AL 

_ 

LOGISTICS 


SECURITY 

Y 

OTHER (specify) 



i.EDICAL 


FINANCE 

1 . ivv. vr uurit* RrtcRARtQ 

12 

7* FAR MAT i.. r _ 

FREQUENCY (weekly, monthly, quarterly, etc») 

Yearly (Fiscal Year) 

k* DISTRIBUTION (No* of components not 
number of copies) 

8 


YES 


computer print-out, etc) 

Memo & Tabular 

10. PREPARING COMPONENT (include lowest level 
contributing information to report) 


X 


NO 


IF YES GIVE AOP PROCESSING NO. 


Chief. Records Administration Branch 


II. FEEDER REPORTS (State total number and Identify by Title, 

Form No., or nomenclature. Attach separate sheet If necessary.) 

Monthly Reports 


12. COST FACTORS 


A. — MANUAL PREPARATION AND ECTTEW CQSJS 

UftllRS PCTO I ('Ac T nr a 1 ^77ZZ I 


GRADE 


GS-11 

GS-7 

GS-5 


HOURLY 

RATE 


X 


6.87 

4.80 

3.46 


HOURS PER 
REPORT 


40 

2 

8 


COST PER 
REPORT 


274.80 

9.60 

27.68 


TIMES 
PREPAREO 


COST PER YEAR 


1 

1 

1 


$ 274.80 
9.60 
27.68 


B. COSTS OF COMPUTER PRODUCED REPORTS 


TOTAL COSTS PER YEAR 

11 I 9 JUiUO 

3* JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited in item 0). IF KNOWN, 

INCLUDE OATE REPORT WAS FIRST STARTEO ANO COMPONENT WHO ESTABLISHED REQUIREMENT. J 


$ 312.08 


lit. FUTURE GOALS 


ESTIMATED SAVINGS I 

MAN-HOURS 

OOLURS 

STAT J 


3AL PROPOSED BY COMPONENT FOR THIS REPORT 


RETAIN AS IS 
CHANGE 
DISCONTINUE 
DATE OF INVENTORY 


I t OTHER (explain) 


STA WAc 


HU 

yn 



lll2 


17. NAME ANO TITLE OF PERSON FURNISHING INFORMATION 

se 2001/11/01 : Cl A-RDP74-00390R0003001 40006-4 
1 D/Chief A&RC 

Glassification I 


18. EXTENSION 


/ ~ \ 





Approved For Release 20Q1/lj>/m^CJA-RDP74f00390R0003001 40006-4 


REPORTS INVENTORY 


I PREPARE IN DUPLICATE 


'* TITLE OF REPORT (if a. fill-in report include Form No*) 

2* TYPE 


STATISTICAL 

QUARTERLY REPORT 

OF 


NARRATIVE 

UtPUri 1 


MACHINE-NAME LISTING 1 


C (J fjV RO L MO. A f\ 

A&RC - 5 


/ £/ 


3. FUNCTIONAL AREA 


PERSONNEL 


LOGISTICS 


MEDICAL 


TRAINING 


SECURITY 


FINANCE 


X 


AOMIN. GENERAL 


OTHER (specify) 


4. NO. OF COPIES PREPARED 

12 


5« FREQUENCY (weekly, monthly, quarterly, etc.} 

Quarterly 


0. DISTRIBUTION (No. of components not 
number of copies) 

8 


]• FORMAT (memorandum, form 
computer print-out, etc) 

Tabular 


0. AOP PROCESSING 




YES 

□ 

■ . 1 . 1 

NO 


IF YES GIVE ADP PROCESSING NO. 


9. DIRECTIVE AUTHORITY REQUIRING REPORT 

Chief, Records Administration Branch 


T ' w V Ml, VMMI1I ^ « Mv I MUV IVHCdl, 

contributing information to report) 


Archives and Records Center 


II* FEEDER REPORTS (State total number and Identify by Title, 

Form Ho., or nomenclature. Attach separate sheet If necessary.) 


Record of Holdings 


12. COST FACTORS 


GRADE 


GS-5 

GS-7 

GS-11 


HOURLY 

RATE 


X 


3.46 

4.80 

6.87 


HOURS PER 
REPORT 


■MANUAL PREPARATION A NTI RSVTffW COSTS 

3 PER 1 flCRT PER TIMES 1 


3 

1 1/2 
2 


COST PER 
REPORT 


10.38 

7.20 

13.74 


TIMES 
PREPARED 


COST PER YEAR 


4 

4 

4 


41.52 

28.80 

54.96 


B. COSTS OF COMPUTER PRODUCED REPORTS 


TOTAL COSTS PER YEAR 


$ 125.28 


3. COMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in addition to directive or authority cited in item O). IF KNOW 
INCLUDE DATE REPORT WAS FIRST STARTED ANO COMPONENT WHO ESTABLISHED REQUIREMENT. 


SYaftintl 


This report is now distributed to the Records Management Board, 
in March 1967. One copy is also sent to OTR for use by^j^m 
the CS Records Officer Course. 


I^ja^starte d 


111. FUTURE GOALS 


)AL . PROPOSED BY COMPONENT FOR THIS REPORT 

ESTIMATED SAVINGS | 



RETAIN AS IS j J OTHER (explain) 

MAN-HOURS 

OOLLARS 


CHANGE 



f 

DISCONTINUE 


STA1C 


OTHR 


STAl* 1 ffifL INVENT0RY 

10/7/70 


Wet€af&S2®(fW CISWDRW-00390R0003001 40006-4] is. extension 
lo/Chief A&RC ; 


r r rr r rrrrtrrr r 



REPORTS INVENTORY 

>NEP ARE I N DUPLICATE 


• TITLE OF REPORT (if a fill-in report include Form Mo. 


RECORD OF HOLDINGS 



X STATISTICAL 


PERSONNEL 


U FUNCTIONAL AREA I [LOGISTICS tiECUmnr j UlHtK ^specify; 

_ t EPICAL 11 FINANCE 

>* NO. OF COPIES PREPARED 5* "FREQUENCY (weekly, nw nth ly, quarterly, etc#) 6 • D I S T rTbUtT ON (No. of components not 


TRAINING 


SECURITY 


MACHINE-NA.,E LISTING 
ADMIN. GENERAL 


Quarterly 


computer print-out, etc) IyES I F YES GIVE AOP PROCESSING NO. 
AM Print Out X no 


number of copies) 

43 


J. DIRECTIVE AUTHORITY REQUIRING REPORT 


PREPARING COMPONENT (include lowest level 
contributing information to report) 


Chief, Records Administration Branch 

II* FEEDER REPORTS (State total number and Identify by Title, 

Form No*, or nomenclature# Attach separate sheet If necessary.) 

Daily Work Sheets from Sections 
Tab Cards 


Archives and Records Center 


12. COST FACTORS 


RrrirrrwB? 



HOURLY 

RATE 


HOURS PER 
REPORT 


COST PER 
REPORT 


T I MES 
PREPAREO 


COST PER YEAR 


4.80 

2 

9.60 

280 

6.87 

4 

27.48 

4 

7.25 

80 

580.00 

4 

3.46 

4 

13.84 

4 


Charged to Monthly Reports 
$ 109.92 

2,320.00 
55.36 


B. COSTS OF COMPUTER PRODUCE 


TMmm 



TOTAL COSTS PER YEAR $ 2 485 28 

. COMPLETE DETAILED JUSTIFICATION FOR THIS REPORT (in Addition to directive or authority cited in item 9). IF KNOWN, 
INCLUOE DATE REPORT WAS FIRST STARTED AND COMPONENT WHO ESTABLISHED REQUIREMENT. 

This report is distributed to the Records Officers in all Components. It was 
started in July 1968 when the purge started, and most components were not aware 
of the jobs in the Records Center. 


111. FUTURE GOALS 


\L PROPOSED BY COMPONENT FOR THIS REPORT 


STi/ftJkfi! 


RETAIN AS IS 

CHANCE 

DISCONTINUE 


TE.OF. INVENTORY 


| t OTHER (explain) 


ESTIMATED SAVINGS 


MAN-HOURS 


17. NAME AND TITLE OF PERSON FURNISHING INFORMATION 

Approved For Release 2001/11/01 : Cl A-RDP74-00390R0003001 40006- 

D/ Chief A&RC 


* •> -ty.'i **/> 


'M D.o 



STA" OTHR 

ION 
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*Four copies of the total holdings of the A&RC are printed. The 
holdings are grouped and totaled by Office or Staff. The fol- 
lowing distribution is made of these four copies: 


1. The original is retained by the A&RC for one year. 

2. One copy is used by A&RC/Disposition Section as a 
work copy and is destroyed when new liBt is printed. 

3. One copy is separated by Directorate and distributed 
to the Directorate Records Officer. 

4. One copy is separated by Office or Staff and 
distributed to the appropriate Records Officer. 


Approved For Release 2001/11/01 : CIA-RDP74-00390R0003001 40006-4 



